
 

Exchange 
Employees Overview 
 
 
 
This Quick Reference Guide will provide an overview of Employee Payments functionality within Exchange.  You will learn 
how to navigate the Employees widget, initiate employee related payments, approve payments and how to use the “copy 
as” features.  Use the table of contents below to navigate to different topics within this guide. 
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Employees - Payments List View 
 
   

Employees allows Exchange Users, based upon permissions, to perform a number of 
operations on individual employee related payment types, including viewing, modifying, 
approving and deleting payments.  Employees can be accessed from the Payments & 
Transfers menu. 

The Payments tab list view provides a list of all pending and historical employee payments made in the system over the last 90 
days.   
• Select “Add Reimburse Expenses” to create an ACH expense reimbursement to an employee beneficiary contact. 
• Select “Payroll” to create ACH payroll payments to employee beneficiary contacts. 
• Select “Child Support Payment” to submit a child support payment. 
• The “Actions” menu allows you to view, approve, modify, reject or delete an employee payment.  
• “Reject” can only be used when a payment is in an “Entered” status. 
• This is also where to export payment report details by selecting the checkbox next to the payments you want to see in the 

report and clicking the “Export” icon. 
• The status of employee related payments is provided under the “Status” column. 
• Employee payments may continue to be modified until they are approved. 
• Final status for employee payments is “Released”. 
 

Status Definition 
Entered  Entered without errors, ready for approval.  
Incomplete  Saved in an incomplete status, for later completion.  
Approved Approval complete.  
Approver Rejected Rejected by approver.  
Deleted Payment Deleted, cannot be modified.   
Released Final status for ACH payments. Released to the bank for final processing.  
Bank Confirmed Final status for all other payments and any SWIFT or Fed reference numbers are provided.  
Rejected Rejected by the Bank or system.  
Approval Window Passed Payment not fully approved, and the cutoff time for the payment type has passed. 
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Employees - Approving Payments 
 
 
  

All Employee Payments initiated in the system are approved here under the Payments tab.   
• Once an employee payment has been entered with a “Success” message, it is displayed on the 

Employee Payments list view with a status of “Entered”. 
• Use the “Actions” menu to approve a payment.  If you have the permission to approve, “Approve” will 

appear as an “Actions” option for that item.  In addition, approvers may change the value date and 
approve from a single option “Update Value Date and Approve”. 

• When “Approve” is selected, you may be challenged for multi-factor authentication. 
• The Approve button may also be used once a transaction is selected, however, the buttons are static 

and will always display if you have any type of payment approval permission.  If you select a payment 
for which you do not have permission to approve, a message is displayed.  It is best to use the 
“Actions” menu when approving payments. 

• To quickly approve an employee payment, click the checkbox followed by “Approve”. 
• Be sure to set up your alerts for payments pending approval if you are an approver.  Make note of the 

daily cut off times located in the Resource Center for approving payments. 
• Final status once approved is “Released”. 

It is highly recommended and encouraged to review all 
transaction details for validity prior to approving. 
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Employees - Template List View & Manage Templates  
 

Payment Templates tab allows Exchange Users, based upon permissions, to create, modify, 
view, and delete Employee Payment templates.  It can be accessed from Employees in the 
Payments & Transfers menu on the Employees widget. 
 

The Payment Templates tab list view provides a list of all pending and active Employee Payment 
templates.   
• The status of a template is provided under the “Status” column.  “Approved” means it is 

available for use. 
• The “Actions” menu allows you to view, copy as a template, copy as a payment, approve, 

modify or delete a template. 
• When you modify a template, you have the ability to make it recurring.  Refer to the 

Recurring Payments user guide for instructions. 
• Depending on approval requirements, templates may need to be approved prior to their use.  

If you have the ability to approve, “Approve” will appear as an option under actions for that 
item. 

• When “Approve” is selected, you may be challenged for multi-factor authentication. 
• The Approve button may also be used once a template is selected, however, the buttons are 

static and will always display if you have any type of payment approval permission.  If you 
select a template for which you do not have permission to approve, a message is displayed.  
It is best to use the “Actions” menu when approving. 


